
Steps to COPY Assessments on Schoolnet 
Log on to nyc.schoolnet.com (Use DOE Email Credentials) 

1. Hover over the ASSESSMENT ADMIN category until the sub menu comes up. From there, choose to 

FIND A TEST. 

 
 

2. Search for a test by narrowing down the assessments in the drop down menu. Make sure to choose 

mathematics, the correct grade level and the 2015-2016 school year (since the assessment was 

created last year) and click GO. 

 



3.  Scroll down to see the results of your search. Choose the assessment you would like to copy. 

 
 

4.  You will now view all test details. On the left side menu, select copy test.  

 
 
 
 



5.  Edit the Test Name to reflect our current school year.  Please keep the assessment names consistent.  

GO MATH: GRADE: CHAPTER: SCHOOL YEAR. 

 
NOTE: DO NOT CHANGE OR EDIT ANY OTHER DROPDOWN MENU. LEAVE EVERYTHING THE SAME. 

 

6. Scroll down and select generate test.  

 
 
 



7. Select make public.  

 
 
8. Select ready to schedule.  

 
 
 
 



9. A pop up will appear. Click on OK to continue.  

 
 
10. Select schedule. 

  
 
 
 



11. Within the Test Settings, select the Start Date (the current date) and End Date (June 23rd).  

 
 
12. Scroll down to the bottom and select edit assignment.  

 
 
 
 



13. From the Department drop down menu, select OFFICAL_CLASS and select GO.  

 
 
14. Select Course Name to select all classes and then Add Selected.   
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15. All classes will now appear on the right side of the screen.   

 
 
16. Scroll to the top of the page and select View Details. 

 
 
 
 



16. On the left side of the page. Select Answer Sheets. 

 
 
17. Scroll down. Click on Section to select all class and then on Generate Answer Sheet.  

 
 
 
 



17. Message that file is being created will appear at the top of the page after clicking Generate Answer Sheet. Click on 

circle once it is red to download the file. Save and Print answer sheets.  

 

 

 
 


